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A Michigan Court System

Mi(;Sff”‘é
o Take Payment

Michigan Court System
(Cass Managemant for Michizan Trial Couts

Take Payment can be accessed from several locations within the application

FB MiCS version 1.0.50.27350

File  Case Person Search Bond | Financials | Reports  Forms  Other  Window  Help

*" Refresh Financial Administrative Functions 3

#Add Receivable

Pay Expense

Take Payment

Manage Financial Period 3

Wiews Financial Summary

e From the Top Menu
o Financials
= Take Payment

12010048-CZ | Forms |
Add Action Add Documert Add Receivable Assign/Reassion Professional  Manage Bond Pay Erpense Schedule Hearing
Add ADR Casze Add Electionic Attachment  Add Beminder Change Case MumberTupe  Modify Case Entiterment Eelate/Unrelate Cazes
Eescheduls Al Fi

Take Payment

“Wiew Caze Activity Summary
Wiew Caze ROA/Anformation

Add Comment Add Mote Add Resource Request  Copy Case Modify Financial Becord Link ngs

Add Cross-Reference  Add Participant Azsign Milestone Delete Caze Modify Milestone

Database: MICS-IntTestEerrien | User: Tina Beach |

e From the Action Link at the bottom of the Case Details.
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— Filter Details By

—Actions
Adjust Receivable | Add Receivable | Dizburze Payable | Manage Bondl Modify R eceivable Group | Pay Expenze Take Payment |

Update Disbursementl Update Payable | Woid/Feprint/fiew | Add Mote | Wiew Motes |

Database: MICS-IntTestBertien | User; Tina Beach |

e View Financial Summary screen

o Action Group Box
= Take Payment button

q e T
Multi-Recevable Save and Add dnother

| Datahase: MICS-InkTestBertien | User: Tina Beach

e Take Payment checkbox located at the bottom of the Receivable screen
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Take Payment Screen

MiCS version 1.0.50.27350 - [Take Payment]

0.l File Case Person Search Bond  Financials  Reports  Forms  Other  Window The password for taking a payment
| e Rifresh - is the same as sign on.
urisdliction {7117 Bourt = RERRIEN ClvIL /ﬁon |ST.JDSEPH Financial Location |BEHHIEN TCFO Change JCL |d
User|D [beckmans3 Password | ST P CIVIL DIVISIO, Reesipl Date [I7052002 -]
e Header
o Contains JCL, Financial Location, User ID, Password, Register, and Receipt
Date
= All fields default except for the Password field, a password must be
added for each payment taken.
— Payment Inf
dursdiction [ FEL T Bourt = [BERRIEN CIvIL Location 57 J05ERH Change JCL |
Azzign Caze [D |
Case D |12-U1UU48-E2 Wenue I j Receivable Group D I

e Payment Information group box
o Contains JCL, Case ID, Venue and Receivable Group ID (only assigned if done
through a multi-receivable)
= The Assign Case ID button is used to create a shell case in order to
take a payment without adding all of the case details.

- -Search Resuls
Select | Mame | Wamart | NSF | Collecon  |Fok | Foled# | CasslD | Venwe | AmountDue | BondBalance | PostedDate | BondFef § | Jurisdiction

W DOEM. No PLAINT... 1 12-010048-... $20.00 CIRCUIT
[" GROSS,.. No DEFEM... 1 12-010048-.. $50.00 CIRCUIT

(| b

e Search Results group box
o Populates after a Case ID is entered in the Payment Information group box
= Contains the name of case participants, warrant status of the
participant, NSF, Collection, Role, Role #, Case ID, Venue, Amount Due,
Bond Balance, Bond Reference #, and JCL.
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— Payment Details

Amount Paid I $0.00 Paid By IDDE,MABLE Pre-filled hased an

which participant is

Paid For ; ' Last Name IDDE First Mame  |MAELE selected in the
G ; Search Results
D I — group box
S —

e Payment Details group box
o Contains Amount Paid, Paid By (Pre-filled, and modifiable), Paid For (Pre-
filled, and non-modifiable), and comment.

- -Bond
Reference # I Bond Type | j Bond Action IPDSTED j Only ‘cash’ type bonds are
10% BOND available on Take Payment
Bond For |BUF|GESS, KEITH APPEAL BOND L screen
; . CASHBOND : )
| - - Participant IMTERIM EOMD Abond is set and posted at the
time by entering it here.
Select One | Role | Role Mumber | Mame | Disposition | Supplemental Disposition | Primary &ttormey ... | Case ID Same time by entenng it nere
r PLAINT.. 1 CITIBAN... GRUCA, TERRI P, 11-000095-Ck
12 DEFEM... 1 BURGE... DEFAULT 11-000033-CK
r GARNL.. 1 BAMKO.. 11-000033-CK
r GARNL.. 2 INCOME... 11-000033-CK

Perzon |BUHGESS, KEITH Quick 1D I

I -Parki
F

Select One | Role | Role Mumber | Disposition | Supplemental Disposition | Primary &ttormey ... | Case ID

PLAINT... 1 CITIBAM. . GRUCA, TERRIF.
V¥ DEFEM... 1 BURGE... DEFAULT 11-000033-Ck.
r GARNL.. 1 BANE.D... 11-000033-Ck.
r GARNL.. 2 INCOME. . 11-000033-Ck.

Mo matter what information is added in previous
group boxes. the Continue button must be
clicked to fill in the rest ofthe screen and finish

the Take Payment process. _

Continue

e Bond group box
o Collapsed when initially accessing the Take Payment screen.
= Ifabond is being set and posted at the same time, this group box
would be expanded and the information would be filled in.
o Continue button is not a part of the Bond group box, but it is required to be
clicked to proceed with the payment process.
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A t Distribution Detals
Division || vl AD Graup Mame I vl OR 4D Name I 'l AD Amountl Qt}'l Add |

Select | AD Marne | maurt Due | smaunt Applied | Balahce | Marne | CaselD | Juriedicion | Coutt | Location | Inactive

MOTION FEE-COUNTY $10.00 $10.00 $0.00 DOE, MABLE 0 CIRCUIT BERRIE... ST.JOSEPH
[”  MOTION FEE-STATE $10.00 $10.00 $0.00 DOE, MABLE 12-010048-... CIRCUIT BERRIE... 5T.JOSEPH

Total &mount Due  Total Amount Applied  Total Balance

Tatal | $20.00 | $20.00 | $0.00 If the participant selected in the
) I— Search Results has a receivable
R $0.00 created, this section will pre-fill.
Remaove Selected ltems OR Adjust Selected Receivables

e Account Distribution Details group box

o Contains Division (filter used to narrow down the group names, such as. Civil,
Criminal, Adoption, Family, Traffic, etc.), AD Group Name (Accounts put in
groups such as Civil Filing Fees, Civil Motion Fees, etc.), AD Name (Not used
by Berrien users), AD Amount and Quantity (dependent on the AD Group
Name entered). Total Amount Due, Total Amount Applied, Total Balance, and
Remainder.

o The Remove Selected Items and Adjust Selected Receivables buttons can be
used if a receivable has been selected.

— Payment Method

I $100.00 Reference Mumber I
I Reference Mumber I
YIS CREDIT CARD I Reference Mumber I
MASTER CREDIT CARD
BDND EALANEE FDEI\I'I\iIﬁﬁLDI ETTOETETT I $1 DDDD
Amount Applied I $20.00 Depending on the Payment type using
4__,.-—"—_ for an overpayment determines
Change | $80.00 whether the Change or Refund field is
"’/ highlighted.
Refund I $0.00

Payment Type |83 Amaount

Payment Type |CHECK.
MONEY ORDER
ELECTROMIC FUND TRAMNSFER

Payment Type

e Payment Method group box
o Contains: Payment Type, Amount (the actual amount received as payment),
Reference Number (check. money order number, etc.), Amount Tendered
(same as Amount field in Payment Method), Amount Applied (same as the
Amount Paid field in the Payment Details), Change (over payment in cash)
and Refund (over payment in any payment type other than cash)
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Receipt Copies I‘I Endorsement I vl Print and Close I Prirtt ahd Add Another Multi-Payment Clear Cancel

Database: MiCS_Prod_L |User: Sheila%2 Beckmann |

e Receipt Copies (can be modified)
e Endorsement
e Buttons
o Printand Close, Print and Add Another (prints receipt and returns to a blank
Take a Payment screen), Multi-Payment, Clear (clears screen to start over),
Cancel (closes out of Take a Payment screen).
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